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UNITED STATES DEPARTMENT OF AGRICULTURE 9) - 00. 


AGRICULTURAL ADJUSTMENT ADMINISTRATION 
“Washington, D. C. 


Rove ¢ ceva Fe - Nv. 


. January Dy eoOes 


DIVISION ME EMORANDUM No. 1 1 - res 
Re; General Correspondence Instructions. 


are tomate ne hereiy peat l govern psepe esta of correspon- 


PART: I - POLICY COE Sa acs 


Correspondence: yan ken toy 


(a) Questions of Policy, 

(b) Revisions in Existing Program.Provisions, 
(c) Interpretations of Program Provisions, 
(4) Technicel Program Problems, 

(ec) Future or Proposed Programs, 

(f) Program Conferences, 


shall in all instances be prepared for the signature of 
the Director (or in the event’ of his absence, for the sig- 
nature of the person designated as "Acting Director"). 


(1) ‘This refers to memoranda, telegrams, letters. 


PART II - NON-POLICY CORRESPONDENCE 


Correspondence relating to: 


a). Fiscal Administration, 

b) Personnel, 

c) Supplies, 

d) Inquiries from Individuals - Being 
Referred to State Offices, 

(e) Matters not Outlined in:Part I above, 


shall be prerared for the signature of the Assistant Dir- 
ector (or in the event of his absence, for the signature 
of the person designated as "Acting Assistant Director"); 
the only exceptions being those listed in Parts III, IV, 
Veend VI, herein. 


(1) This refers to memoranda, telegrams, letters. 
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PART ae ae STATE, OPFICE, CORRESPONDENCE 


Perey gi 


ea CAE eet memoranda to syiias Ben ee the so-called 
"BLANKET MEMORANDA") shall in all instances be written for 
the signature of the Director (or in the event of his ab- 
sence, for the signature of the person designated as "Act- 
ing Director"). This refers also to telegrams of the same 
nature. 


(a) This ee not only to. the writing of memoranda and 
telegrams to all 10. States but also. to’ memoranda and 
telegrams which, because of the program or subject 
involved, may be addressed only to some States; such 
as matters concerning the potato program, etc. 


(>) Before preparing such. general or "blanket" memoranda 
to all States, it is required that one such memoran- 
dum be submitted through the regular channels to the 
Director for approval. 


(1) To expedite such reference, a North Central 
Division reference jacket for use on special 
material shall be used. (This jacket will be 
available soon. >) 


(2) Initials of all those approving such memoranda 
shull appear on the last carbon copy which shall 
be retained in the North Central Division files. 


(c) After approval, the memorandum shall be returned to 
; the proper person for preparation of the other memo-~ 
randa. 


(d) The original memorandum which has been npproved shall 
be held until the others are prepnmred and shall be 
returned, accompanied by original reference jacket, 
with the other memoranda when they are transmitted 
to the Director's Office for signature. 


A. Required Forn; 
All correspondence to State Offices shall be} 
(1) Addressed to the State Chairman 


(2) In memorandum form, 

(a) The only exception being where memorandum form 
is not acceptable in view of existing regula- 
tions; such as in transmitting checks, trans- 
portation requests, etc. 


nth. 


(3) Given an n appropriate subject, 
Ta) Insofar as possible, no more nen one subject 
| shall be covered in a single memorandum. 
(ob). The subject shall. be underlined. under the last 
ve ‘line only: “2 ae 


(4) Acknowledged in the subject only, 


(a) When acknowledgement is used, tho underlining 
shall be. under the ast 1 Line! of acknowledgment 
only. 


: (5) Without a salutation © 


eee eel 


(6) “Without a » complimentary clasing 


CP) ek ‘a date, 


ee a a 


maiden! the dictator! s and spedhedesneets iieiet ee 


(8) Transmitted for signature and. mailing WET PHOUT AN. 

PNVOUOPE) go.) 

(a) Envelopes already addressed shall be “supplied ' in 

_the mail room. 

(b) In order that outgoing material may be “easily 
separated from file material, a slip of paper 
she'i be folded over and fastened to the out- 
going material only. as 

be) Gort re spondence requiring special attention shall 
be covered by a Division reference jacket .indi- 
cating desired action. 


PART IV - INTER-OFFICE AND INTER-DEPARTMENTAL CORRESPONDENCE 


dz 


Correspondence with other bureaus of the Becsacnene Oe 
other Departments of the Government, shall be prepared for 
the signature of the Director (or in the event of his ab- 
sence, for the signature of the person designated as "Acting 
we eoetar Oi 


Require red Form: 

(1) No date shall appear on the original, but shall be 
typed under the dictator's and stenographer's initials 
on the carbons. 


(a) Correspondence with other bureaus of the ee 


ment shall be prepared in memorandum form - using 
Salutation and having a suitable subject. 


(b) 


ey 


(a) ¢ | 


= aes 


Correspondence with other Departments of the 
Government's ‘shall be x prepared - in in letter form. 


Correspondence with ined offices in the Agri- 
cultural Aqjustment Administration ‘shall be 
prepared in memorandum form - using salutation 
ae ae a suitable subject, 


Correspondence that hers been cipaseeeny referred 


to the North Central Division, or which can be 
only partially answered in the Division and must 
be referred elsewhere, may be referred to the 
proper office by means of memorandum form AAA-47, 
if referred in the Agricultural Adjustment Admin- 
istration. If not within the A. A.A. . Section (a) 
and (b) above shall govern precedure. (If the 
dictator MASHOS: the usual memorandum form may be 
used). 


PART V ~ CONGRESSIONAL CORRESPONDENCE 


hd 


All correspondence addressed to Members of Congress which 
pertains to the agricultural conservation programs shall 
be’ prepared for the signature of the Director (or in the 
event of his absence, for the signature of the person des- 
ignated as. "doting Beversoriee 


All correspondence addressed to Members of Congress which 
pertains to the corn-hog programs shall be prepared for the 
Signature of the Acting Chief of the Corn and Hogs Section. 


Required Form: 


(1) 


(2) 


All such correspondence, with the exception of tele- 
grams, shall be in letter form, 


The date shall.not appear on the original, but shall 
be typed on the carbon copy only, under the dictator's 
and. stenographer's initials, 


PART VI -— EXTENSION SERVICE CORRESPONDENCE 
cocaine aa ale Mid leinent b dheses dese mcr bet bra saben els Late Nd et OS 


LE 


Correspondence to Directors of Extension in the various 
States which is in answer to correspondence, or an inquiry 
addressed to certain Directors of Extension, shall be pre- 


pared for the signature of the Director (or in the event of 
his absence, for the signature of the person designated as 


"Acting Director"). 


ee 


Be mL. general letters to Extension Diréctors (or the so- 
called "BLANKET LETTER") shall in all instances be written 
for the joint signature of the Director of Extension Work 
and the signature of the Director of this Division (or in 

“the event of the absence of either, for the signature of 
‘the person or persons designated as "Acting Director of 
*- Extension Work", or "Acting Director"), 


AG ‘Required Form: | 


Q). 


(2) 


PART VII - MISCELLANEOUS 


All such correspondence, with the exeeption of telc- 
grams, shall be in letter form, 


The date shall not appear on the original, but shall 


be typed on the carbon copy only, under the dictator's 
and stenographer's initials. 


1. Corréspondence with individuals; 


(a) 


Such correspondence which can be answered most ap- 
propriately in the Division shall be addressed to the 
individual, giving complete reply. Where the subject 
matter of the correspondence might be of interest or 
concern to the State: Committee, a copy of the inquiry 
and our reply shall be sent to the chairman of the 
Stete concerned. 


(1) Copies of such correspondence for the State 
chairman need not be sent under separate memor- 
andum. Such copies shall be placed in the file 
of outgoing material just back of the original 
outgoing material and should carry a notation 

‘to indicate disposition. 


Such correspondence which can bettor be answered by 
the State Committee shall be acknowledged in the Di- 
vision, advising the inquirer of the reference made. 
A copy of the inquiry shall be transmitted under an 
explanatory memorandum to the proper State chairman, 
requesting the desired action, 


(1) Since original incoming inquiries (except those 
mentioned-in (c) hereunder) must be retnined in 
the AAA files, allsuch incoming inquiries shall 
be routed by- the mail room direct to the steno- 
graphic pool to have two copies made for use in 
making proper reference; then the inquiry shall 
be routed to the proper Section for attention. 
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(c) 


Individual inquiries referred by Members of Congress 
shall be handled as ee eae A eee 


(1) Complete answer shall be made: to a Member of 
Congress if adequate information is available, 
returning any original correspondence enclosed 
with inquiry; copies of such correspondence, of 
course, mist be maintained for the AMA files. A 
copy of all such correspondence, if of interest 
or concern to the State Committee, shall be sent 
to the chairman of the State concerned: 


(2)° If adequate information is not available, the 
inguiry shall be acknowledged, advising the 
Member of Congress that complete information is 
being secured, returning any original corres- 
‘pondence enelosed with inquiry; copies of such 
correspondence; of courses mst be maintained for 
the AAA files. Copies of this correspondence 
shall then be transmitted to the State Chairman 
concerned under an explanatory momorandum. Upon 
receipt of the desired information, a complete 
reply shall be forwarded to the Member of Con- 
eress. 


(3) The above procedure shall apply also to inquiries 
transmitted by Members of Congress which are re- 
ferred to this office under Secretary's and Ad- 

Ministrator's jackets. 


Use of envelopes: 


ay 


(¢) 


No envelopes shall be prepared for memoranda addressed 
to State Chairmen. 


Envelopes shall be prepared as usual for all other 
types of correspondence. 


Chain envelopes, properly addressed, shall be prepared 
for all inter-~bureau correspondence. 


Arrangement of files 


(a) 


Division Correspondence 

er) Outgoing correspondence and cnvelope, where rc- 
gQuired, clipped together. . | 

(2) AAA file copics and. ‘incoming correspondence, 
clipped together. 

(3) Division file copy. 

(4) Parts (1),. (2), and (3) enala hen be clipped 
together under one clip. 


(b) 


= fae 7] oe 


Correspondence under Secretary's, and Administrator's 
jackets shall be handled in accordance with instruc- 
tions prepared in the Clearance Section of the Office 
of Business Management. . oh ee 


Distribution of carbon copies: 


(a) 


Cb). 


On Division correspondence, with. the exception of 
Congressional correspondence which requires an extra 
copy, only three copies shall be made. ° 


(1) There may be times when a Seetion or Unit re- 

: quires an extra copy of certain types of corres- 
pondence for. reference work.in that office. In 
those-cases only shall copies in excess of three 
be made. 


On correspondence under Secretary's and Administrator's 
jackets, instructions prepared in the Clearance Section 
of the Office of Business Management or instructions 
typed on the jacket shnll govern the number of copies 
to be made. -- 


Filing of correspondence: 


(a) 


(>) 


(¢) 


At least one copy of all outgoing correspondence pre- 
pared in the Division (and of correspondence prepared 
outside the Division which is to be signed by the 
Director or Assistant Director) shall be retained in 
the North Central Division files. 


Copies of incoming correspondence shall not be re- 
tained in the Division files, unless a particular Tre- 
quest is made in some specific instance. 


With the exception of certain special material, files 
on outgoing ( and incoming) correspondence shall not be 
maintained in the various offices in the Division. 

The Chief of cach Section shall be responsible for 
seeing that unnecessary duplication of filing is not 
caused by the building up of files in his Section. 


Proper clearance and initialing of Division correspondence: 


(a) 


All correspondence involving matters which may be of 
concern or interest to Sections in the Division other 
than the originating Section shall be routed (by means 
of Division reference jacket) through the various 
offices concerned for approval before transmitting for 
signaturee In this way confusion because of conflicting 


(d) 


(d) 


Sen 


or contradictory instructions will be kept at a mini- 


Imam. Much of the work of the. Sections overlaps to 
some extent and uniform results both in this office 


and in the State offices can better be obtained if 
this procedure is followed carefully. 


All Division. correspondence. shall be initialed on the 
last copy - which copy shall be BOGS in the North 
Central Division. files. . 


The Chief of the Section shall initial all correspon- 
dence originating in his Section before such corres- 
pondence is transmitted.for signature. The Chief of 
the Section. shall designate whose initials, if any, 
he requires on correspondence prepared in his Section 
to be transmitted to him. for approval. 


Correspondence under Secretary's and Administrator's 
Jackets shall be initialed on the third white copy 
below the outgoing material, which copy shall also 
bear the SSren hare legend; ‘that Tey 


AAA-NCD 
HNS:EKA 
1-15-38 
Jacket No. 6502 


in the lower lefthand corner. A paper clip shall be 
clipped to this copy to indicate where initials are 
to be placed. In all instances the jacket shall be 
properly filled in by the office where reply is pre- 
pared. 


Co Prompt handling of correspondence: 


(a) 


(») 


Special attent attention shall be given at_ all times to 
Secretary's a1 and Administrator's jacketed correspon- 


dence. Such correspondence shall be answered within 
three days of receipt; if complete reply cannot be 
made within that time, acknowledgment shall be made 
advising that it is necessary to obtain further in- 
formation. Such further information shall be fur- 
nished at earliest possible time. 


Division correspondence shall be‘handled as promptly 
as possible, consistent with ability to furnish com- 
plete information. 


@ 


e 
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(c) Correspondence shall not be submitted for signature 
later than 4:00 P.M. daily, with the exception of 
telegrams intended to be sont out as night lettors, 
or special air mail correspondence. 


8. Acknowledgments: 


5 (a) On State office correspondence, the acknowledgment 
shall appear as a part of the subject. 


g (1) Whon memorandum is in reply to correspondence 
from tho State chairman, the following fom shall 
be used: 


Ro: Red Clover Sced’ Situation - Your 
Memorandum of July 1, 1937. 


(2) When memorandum ig in reply to correspondence 


the chairman, the following form shall be used: 


Re: Hed Clover Sced Situation - Memorandum 
of July 1,.1937 from Mr. S. HE. Purvines. 


Note: 


(b) On correspondence prepared in this Division other than 
State office correspondence, the following form of 
acknowledgment shall be used: 


"Tis is in reply to your letter of July 1, 1937" 


and then whatever qualifying remarks are required be- 
cause of the content or nature of the incoming corres- 
P pondence may be added. 


Y (1) On correspondence referred for reply from the 
White House, this statement shall be added or 
inserted at the proper place in the acknowledg- 
ment! 


"which the White House has referred to this Depart- 

ment for consideration and reply", 

Note: In no instance should we state that a lotter 
has been directed or addressed to the White 
Youse, or state that the President has re- 
ferred the correspondence. 


lie 


or a 


(2)+ On correspondence referrod for roply From. the 
Secretary!s. office, this statoment:shall be added 
or inserted at the proper place inthe acknowledz- 
ment: t : 


"which the Secretary's office has roferred to-. 
this office for consideration and reply." 


(5) On correspondence referred for reply from the Ad- 
ministrator's office, this statement shall be 
added or inserted at. the proper place. in the ack- 
nowlodenonty rors: oo i f 


"which the Administrator's office has referred 
to this office for consideration and reply." 


(4) On correspondence referred from other persons 
(outside of the Division), propor mention of 
their names shall‘ be made at the proper place 

in the acknowledgment, as: 


"addressed to Mr. Alfred D. Stedman, Assistant 
Administrator, has becn referred to this office 
for consideration and reply." 


Commodity Contract Correspondence: 


(a) 


All cornhog contract correspondence, except that sub- 
mitted under a Secretary's or Administrator's jacket, 
shall be prepared for the signature of the Acting Chief 
of the Corn and Hogs Section. The general instructions 
contained herein regarding form, etc., shall be followed 
on such correspondence. 
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Required style and spacing on correspondence: 


(FOR SPECIAL ATTENTION OF ALL STENOGRAP HERS) 


(2) 


=). 


Good judgment shall be used in placing of typed material 
on a page, according to the length of such material. 


f- . 4 . . 
(1) Care shall be taken to avoid crowding material 
too close to the top of the page. 


Care shall be taken to avoid crowding the sig- 
nature too close to the bottom of the page. 
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(b) On all correspondence, a margin of 1-1/4 inches shall 
be allowed on-each ‘side of ale, bege, and at the bottom 
eye the page. ...7 ere 


u(e) On all a oe foes ae indention shall be 


7 spaces. Any further indention required shall be 
made consistent with the amount of material to be so 
indented and the number of such further indentions. 


(d) On all correspondence, each page other than the first 
shall be numbered in the center of the page one inch 
(1 inch) from the top and.three single spaces from the 
first line -of, PE Cee gree se preceded and 
followed by a:dash,. thus: -- 2-=. This means that the 
first lino of typing shell bogin ‘Life a inches from the 
top of the page... 


(¢) At no time cree ine Jee afta letter or memo- 
randum consist of less than ‘three lines. of.typing. Do 
Not submit correspondence for. signature where the second 
page consists of a carry-over of two or three words, or 
as stated above less than 3 ve of typing. 


Note; It is, of course, mraerato od that none of ie instruc-— 
tions herein concerning spacing, indentions, etc, 
are intended for dockets and other documents on which 
a well-cstablished pxpcedure is being followed and has 
hee eacoroved. 

(f) Stenographers are requested to follow the instructions 
concerning general correspondence matters contained in 
the informational booklet prepared by Miss S. A, Staley; 
except those instructions (if any) which do not agree 
with those contained herein. 


Itineraries: 


(a) A typewritten copy of the schedule of all proposed 
field trips shall be submitted to the office of the 
Director at least two deys previous to commencement 
of the proposed trip. 


(1) A copy of this schedule shall be furnished also 
to the Administrative and Fiscal Section. 


(2) This schedule shall indicate the name of the per- 
son traveling; the purpose of the trip; the time 
of departure; the points to:be visited; and the 
time of return to the Washington office; proper 
notification shall be given of any changes occur- 
ing after commencement of the trip. 


“<9 12. bed 


12... Telegraph service: 


(a) 


Telegrams shall be used in communicating with State 
committees end others ONLY WHEN ABSOLUTELY NECESSARY. 


Matters which can be handled by ma il, especially where 


~~ possible to obtein overnight service, (oe be handled 


(d) 


(c) 


(a) 


by mail rather thar by telegram. 


In preparing telegrams caré shall be taken to see that 
as few words as possible are used; of course ere 
ing clearness of meaning at elt ‘tities! oi ') 


If a telegrem consists of 19 wordsor more, it shall 
be gent as. a nightletter unless the nature of the 
telegram demands tratismission during the’ day , in which 
case it may be transmitted | as a dayletter. Night- 
letters are less expensive than dayletters. Telegrams 
prepared as dayletters very often do not’ reach this 
office early enough in the da y, Making it necessary 

to change the type hid service designated. 


A. Required Forn: 


(1) No date shall appeer on the telegram; the date 
susll be typed on the carbons only, under dic- 
tator's and stenographer's initia.s. 


(2) The proper appropriation and symbol numbers shall 
appear in the space provided on the telegraph 
blank - the name of tho originating office 
(Washington, D. ©.) shall appear thereunder. re 


(3) The type of service shall be designated in all a 
instances, i} 


(4) The address shall be in block form, 


(5) If telegram is in reply to previous telegran 
or letter, acknowledgment shall be made as the 
last line of the address in the following form 
(whichever is appropriate): "Relet July 1" or 
Retel July itt. 


(6) The body of the telecran, as well as address 
end signature (and title where required) shall 
be typed in full Pe 


(7) The body of the telegram shell, in all instences, 
be typed double spaced. 


(8) Figures shall.be spelled out in words in tele- 
: grems, thus;. "two naught three! rather than "203", 


(9) If the title of the sender of the telegram is 
. Known to the receiver (as in the case of.the Dir- 
ector or Assistant Director) Lonly | the sender's 
name shall be typed on the original of the tele- 
. grem;. the. title,and pULY A SEGR name appearing: on 
the carbons only. - 


(10). If. the télesram is. for. the.signature of a person 
acting, in either of the above. named positions and 
the title would not be clear to the receiver, the 
title and Division name.shall appear on the ori- 
ginal as well as the carbon. copies of the telegram 


Acceptance end placing of long-distance calls: 


(a) The Director's office only has authority to place or 
accept.long-distance calls. If it is thought necessary 
for a.call to be placed, approval shall be obtained 
from the Director's office before call is consummated. 


(b) It is considered desirable to keep the expense of long 
distance calls to a minimum; using telegraph and air 
mail service wherever possible. 

(c) Acceptance of .incoming collect long-distance calls 
shall have approval by the Director's office before 
call is consummated. 

Numbering of, and reference to forms and instructions: 


(2) Forms 


(1) All forms are designated: "Form NOR-__", in 
the upper lefthand corner. 


(b) Whenever reference is made to one form, 
it shall be: "form NCR~__". For more 
than one, it shall be "forms NCR- uP 


.(b) Instructions 


(1) 411 instructions are designated; '"NCR-__", 
in the upper lefthand corner. 


~ 14 - 


(b) Whenever reference is made to one set of 
iustmuctions, it shall be; "NGR=_". 
_ For more than one set of instructions, it . 
shall be; “instructions NCR-._". 


Note;. This procedure & adopted in an endeavor to 
' plainly distinguish the forms from the in- 
structions, and to eliminate any possible 
oo eter Cee ane of as can ae ae el 
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15. Distribution of copies of "blanket" memoranda to members 
.. “ofthe Division? “ aes i 
meg -* ; a : 
(a) After "blanket"! memoranda have been mailed, copies 
shall be distributed’ to all persons handling corres-— 
pondence in order that they may keep informed con- 
cerning interpretations of policy, program provisions, 
amendments to instructions, bulletins, etc. 


(1) The Division mail room shall route to the steno- 
eraphic pool one copy of all approved memoranda, 
as above described, for copies to be prepared for 
the designated distribution. 


(2) ."Blanket" momoranda which are to te distributed 
stall be mumbered consecutively; that is, the 
first memorandum to be so distributed shall be 
mirbered; ' 1"; the second memorandum to be so 
dissributed shall be numbered: "2", and so on. 


(3) Tae Division mail room shall keep a numerical file 
of these memoranda for reference purposes. 


Note; It is not believed necessary to distribute gen- 
erally copies of memoranda dealing with routine 
matters concerning supplies, requisitions, amend- 
ments to regulations pertaining to personnel mat— 
‘ters, and like matters. 
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It is requested that any questions which arise be referred 
to the Assistant Director, thus climinating confusion which might 
occur in drewing information from different sources. It is under- 
stood that these instructions are to be followed by all Sections and 
thet the Sections are not at liberty to change any of these instruc- 
tions. If any changes are desired, they should be presented to the 
Assistant Director for epproval. If approved, the change will be made 
and proper notice shall be given. : 


Ul iche Ui bee baad 


Claude R. Wickar 
Director, 
North Central Division. 


i 
j 
DRE 


Nid UNITED STATES DEPARTMENT OF AGRICULTURE HUG 25 (9g) 
h 4 AGRICULTURAL ADJUSTMENT ADMINISTRATION 
WASHINGTON, D. C. 
é 
Supplement No. 1 July 25, 1938 
OFFICE MEMORANDUM NO. 35 
1939 FISCAL YEAR 
APPROPRIATIONS AND ACCOUNT SYMBOL NUMBERS 
TO BE USED IN THE NORTH CENTRAL DIVISION 
DURING ‘THE 1939 FISCAL YEAR. 
Office Memorandum No. 35, issued July 1, 1938 is hereby 
amended as follows: 
it, On page 3, under CROP INSURANCE EXPENSES - DISTRICT OF 
COLUMBIA: 
1. Change "Appropriation 1292215(21) .011-0613-99" to — 
"Appropriation 1292207(21)-0613-99 ." 
2. Change Appropriation Title to "Administration of 
Federal Crop Insurance Act, Department of Agricul- 
ture, 1939 (AAA)". 
II. On page 6, under CROP INSURANCE EXPENSES: 
1. Change "Appropriation 1292215(21).021-(State Reserve 
Account Symbol Number)" to "Appropriation 1292207(21)- 
(State Reserve Account Symbol Number)". 
7 2. Change Appropriation Title to "Administration of 
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Federal Crop Insurance Act, Department of Agricul- 


ture, 1939 (AAA)", 


Hr D Vee 


oty N. Schooler, 
cting Director, 
Noth Central Division. 
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